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STATE OF ARIZONA 

DIVISION OF EMERGENCY MANAGEMENT 
PUBLIC ASSISTANCE PROGRAM 

 
STANDARD OPERATING PROCEDURES 

 
APPLICANTS’ BRIEFING 

 
I. OVERVIEW 
 
An applicants’ briefing is a meeting conducted by a representative of the State for all 
potential applicants for public assistance grants.  The briefing occurs after the Governor 
has declared an emergency and/or following an emergency or major disaster 
declaration from the President.  Application procedures, administrative requirements, 
funding and program eligibility criteria are only some of the items that will be addressed 
during an applicants’ briefing. 
 
State recovery personnel trained in the public assistance program will participate in the 
briefing to clarify issues regarding: 
 

• Recovery Process 
• Eligibility 
• Documentation Requirements 
• Special Considerations 
• Mitigation 
• Floodplain Management 
• Historical Buildings 
• Environmental Issues 

o Environmental Assessments 
o Environmental Codes 
o Environmental Permits 

 
The State representative is responsible for coordinating with the County Emergency 
Management Director(s) to establish and publicize the date, time and location of the 
briefing.  The size of the disaster area and the number of potential applicants determine 
whether more than one briefing is held.  The County Emergency Management 
Director(s) are responsible for contacting and notifying local jurisdiction personnel who 
should attend the briefing, including cities and towns, school districts and other public 
entities affected by the disaster. 
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II. WHO SHOULD ATTEND 
 
To obtain the maximum benefit from the information presented at the briefing, it is 
recommended that each applicant send the following representatives:  
 

• Designated Applicant Agent 
• Elected Official 
• Finance Manager 
• Emergency Manager 
• Payroll Dept. 
• Individuals from affected departments who will be responsible for: 

o Identifying damages 
o Performing repairs to damaged facilities 
o Identifying Environmental Issues including codes and required 

permits 
o Identifying historical sites 

 
Each department should appoint a Lead Contact to work with the State’s Public 
Assistance Coordinators throughout the recovery process.  This individual should also 
attend the Kickoff Meeting which will be held (typically) within one week of the 
Applicant’s Briefing.  Having lead contacts for each department will improve the 
efficiency of processing Project Worksheets. 
 
If a federal declaration has been granted, potentially eligible Private Nonprofit 
Organizations should also attend the applicants’ briefing. 
 
III. CHECKLIST FOR PAC 
  

Applicants sign in sheet 
Applicants pick up packet at sign-in desk containing: 

• Agenda 
• Fact Sheet 
• Copy of Governor’s Proclamation 
• Request for Public Assistance Form (to be completed before they leave) 
• Designation of Applicant Agent Form (No money will be reimbursed until 

this is completed and returned to ADEM.) 
• Arizona Administrative Code Title 8 
• FEMA Equipment Rates 

 
Meeting Outline: 

● Opening Remarks 
• Introductions 
• Review  Fact Sheet and Forms 
• Public Assistance Program Overview 
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o Slide Presentation (approximately 1 hour 30 minutes) 
o Audit Process 

• Distribute reference books 
• Questions & Answers 
• Schedule Kickoff Meetings with Applicants 

 
Links to the following forms can be found within Section 21 of this PASOP 

• Request for Public Assistance Form, AZ PA 204-3 
• Designation of Applicant Agent Form, AZ PA 204-4  
• Applicant Agents Checklist 

  
 FEMA Publications: 
  Public Assistance Policy Digest, FEMA 321 
  Public Assistance Guide, FEMA 322 
  Public Assistance Applicant Handbook, FEMA 323 
 



 
 

 
 

Applicant Briefing Packet 
 
 
 
 
 
 
 
 
Left Hand Side of Packet 
 
Agenda 
*Presentation Handout 
*FEMA Schedule of Equipment Rates 
Disaster Recovery Guidebook Handout (2 pages) 
Applicant Project Checklist 
Applicant’s Agent Checklist 
 
 
 
Right Hand Side of Packet 
 
Fact Sheet 
*Copy of Governor’s Disaster Declaration (or Presidential) 
Request for Public Assistance Form 
Designation of Applicant Agent Form 
Copy of Title 8 
*Audit Packet 
 
 
 
Don’t forget to add Wendy and  Darlene’s business cards. 
 
 
 
* Item not included within this file.  Ask Wendy or Darlene for documents. 
 
 
 
 
 
 
 
 
 
 
 

 

Sample Applicant Briefing Packet

Subsequent Pages Are Examples of Items Listed Above & Included in Applicant Briefing Packet
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1

Welcome to the
State of Arizona’s 

Applicant Briefing

2

Public Assistance Program

Disaster 
Recovery 
Assistance 
provided to 
rebuild public 
infrastructure

3

Public Assistance 
Declaration Process

County Emergency Director

State Emergency Management Office

Governor's Office

FEMA Region IX
Oakland, CA

FEMA HQ
Washington, DC

President

4

Governing Laws for 
Public Assistance

A.A.C. Title 8: Arizona Administrative Code for 
Governor’s Emergency Fund 
Process and Appeals

A.R.S. 35-192 Authorization for declaration of 
disaster; authorization for liabilities 
and expenses; priorities and 
limitations; review and report of 
expenditures

A.R.S. 26-303 Emergency powers of governor; 
termination; authorization for 
adjutant general

PAPD 117 & 1 5

Governing Laws for 
Public Assistance

Stafford Act: Describes the declaration process, 
the types and extent of assistance 
that may be provided, and fundamental 
eligibility requirements.

44CFR: Code of Federal Regulations, Emergency 
Management and Assistance contains 
rules, policies and procedures Issued by 
FEMA applicable to the implementation of 
recovery programs and appeals.

6

Governing Laws,
Regulations and Policies

Disaster Relief & Emergency Assistance Act
Disaster Mitigation Act 2000
Endangered Species Act
Clean Air Act
Clean Water Act
National Historic Preservation Act
State, Tribal and Local

Sample Applicant Briefing PowerPoint Presentation
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7

Resources
www.azdema.gov
– Disaster Recovery Guidebook
– FEMA Equipment Rates

PA Policy Digest – FEMA 321
PA Guide – FEMA 322
www.fema.gov
– 9500 Series Policies
– Standard Operating Procedures
– Applicant Appeals

PAPD 111 8

The Public Assistance ProcessThe Public Assistance Process

PAPD 99-100 9

PA Process Relationship

Local Applicant Agent

ADEM P.A. Coordinator (AZPAC)

10

Cost Share
State Disaster

Political Subdivisions
– 75% State Share
– 25% Applicant Share

State Agencies
– 100% State Share

11

Cost Share
Presidential Disaster

Political Subdivisions
– 75% Federal Share
– 15% State Share
– 10% Applicant Share

State Agencies
– 75% Federal Share
– 25% State Share

Private Non- Profit
– 75% Federal Share
– 25% Applicant Share

12

Program Eligibility
is determined by the following:

Applicant
State/Local government 
agencies or departments
Tribal organizations / PNPs
(Federal)

Facility
Any publicly owned building, 
works, system, or equipment, 
built or manufactured
Any improved and maintained 
natural feature

Work
Direct result of the declared 
disaster.
Located within the 
designated disaster area.
Must be the legal 
responsibility of the 
applicant.

Cost
Reasonable and necessary to 
accomplish the work.
Compliant with Federal, State 
and local procurement 
procedures.
Reduced by all applicable 
credits. (insurance / salvage 
values)

Sample Applicant Briefing PowerPoint Presentation
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13

Applicant

State/Local government 
agencies or departments

Tribal organizations / PNPs
(Federal)

14

Facility

Any publicly owned building, 
works, system, or equipment, 
built or manufactured

Any improved and maintained 
natural feature

15

Work

Direct result of the declared 
disaster.
Located within the designated 
disaster area.
Must be the legal responsibility 
of the applicant.

16

Work
Codes & Standards

Apply to the damage
To pre-disaster use
Be formally adopted
Be implemented and enforced

17

Cost

Reasonable and necessary to 
accomplish the work.
Compliant with Federal, State 
and local procurement 
procedures.
Reduced by all applicable credits. 
(insurance / salvage values)

18

Cost

Labor 
Equipment
Rented Equipment
Materials
Contracts

Sample Applicant Briefing PowerPoint Presentation
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19

Force Account Labor
Personnel Names & Job Titles
Dates & Hours Worked – Reg & OT
Hourly Rate
Employer Related Benefit Costs
Information obtained from payroll 
records, invoices or other documents 
that are available for audit.

20

Force Account Equipment
Type of Equipment
– Size, Capacity, Make and Model
– Equipment Code Number (Internal Reference)

Operator’s Name
Dates and Hours Used
Equipment Rates
– FEMA vs Applicant’s Rate

Information obtained from payroll records, 
invoices or other documents that are 
available for audit.

21

Rented Equipment
Type of Equipment
– Size, Capacity, Make and Model

Dates and Hours Used
Costs
– Rate per Hour
– With or Without Operator 
– Total Cost

Vendor
Invoice Number
– Date & Amount Paid
– Check Number

Information obtained from invoices or other 
documents that are available for audit. 22

Materials
Vendor
Description
Quantity
Unit & Total Price
Date Purchased & Used
Information obtained from records, 
invoices or other documents that are 
available for audit.

23

Contract
Description of work performed
Dates worked
Contractor Name
Billing / Invoice Number
Amount Paid & Check Number
Information obtained from records, 
invoices or other documents that are 
available for audit.

24

Manage Money

• PDA – Preliminary Damage Assessment

• Written Projects – Actual or Estimated Cost

• Audit – Final Cost Accounting 

• Disaster Closeout & Termination

Sample Applicant Briefing PowerPoint Presentation
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25

Documentation

Who?
What?

Where?
When?

With What?

26

Documentation

Documentation

Documentation

Documentation

Documentation

Documentation

Documentation
Documentation

Documentation

PAPD 9 27

Why Documentation 
Is Important

Accurate documentation will help you to:
Recover all of your eligible costs
Have the information necessary to 
develop your disaster projects
Have information to validate the accuracy 
of your projects
Be ready for audits or financial reviews

28

Project Worksheets (PW)

Location
Damage Description
Scope of Work
Project Cost / Contract
Special Considerations

PAPD 116 29

Special Considerations
Insurance
Hazard mitigation
Environmental
Floodplain
Historical
Other federal or state laws or regulations 
that require compliance

30

Categories of Work 
Emergency Work

Category A: Debris 
Removal 

Category B: Emergency 
Protective
Measures 

Sample Applicant Briefing PowerPoint Presentation

5



6

PAPD 15 31

Categories of Work
Permanent Work

Category C: Roads and Bridges
Category D: Water Control Facilities
Category E: Buildings and Equipment
Category F: Utilities
Category G: Parks, Recreational

Facilities, and other items
32

Hazard Mitigation
Section 406

Tied directly to a facility 
damaged during the 
disaster.
Reduce or eliminate 
threat of future damages.
MUST be approved prior 
to starting ANY work.
Must be cost beneficial.

PAPD 125 33

Time Limits

Project information MUST be submitted 
to ADEM by October 8, 2006.
Emergency Work must be completed by 
February 8, 2007.
Permanent Work must be completed by 
February 8, 2008.

PAPD 125 34

Time Limits (Federal Disaster)

Project information MUST be submitted 
within 60 days of the Kickoff Meeting.
Emergency Work must be completed 
within 6 months of the declaration.
Permanent Work must be completed 
within 18 months of the declaration.

35

Kickoff Meeting
One on One 
meeting between 
ADEM and 
Applicant
Scheduled ASAP 
following Applicant 
Briefing
Discuss all potential 
projects & determine 
eligibility

36

Who Should Attend ?

Applicant Agent
Emergency Manager
Finance Department Rep/Mgr
Environmental Representative
Manager of Departments impacted by 
the event, e.g., Public Works, Utilities, 
Waste Water Management, Flood 
Control, Parks, etc.

Sample Applicant Briefing PowerPoint Presentation
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PAPD 99 37

Kickoff Meeting

Establish communications
Discuss sequence of events through 
closeout
Start formulating & writing project 
worksheets
Review supporting documentation

38

The Applicant
Submits all forms
Identifies projects
Identifies special considerations issues
Maintains documentation
Maintains contact with PAC
Provides points of contact
Is actively involved in process
Retains ALL records for 5 years after 
audit

39

Project Management
•Identification

•Scope of Work

•Communication

It can be quite the 
juggling act…..

2005

8 events declared

550+ Projects

$36 million dollars 40

Audit
A.A.C. Title 8: 
– R8-2-316 states: “Upon completion of all work by 

an applicant, the Division shall inspect all work 
that the applicant claims.  The applicant shall 
provide the Division with access to all claimed 
work and shall permit review of all records relating 
to the work.  After completion of the final 
inspection, the Department’s chief auditor shall 
conduct an audit of the applicant’s claims.  The 
Director shall use this audit to determine the 
allowability of claimed costs and final payment due 
to the applicant or overpayment due to the 
Division. 

Other Federal 
Programs

Natural Resources Conservation Service

Emergency Watershed Protection Program 
(EWP)

42

Questions?
Contact:

Wendy Smith
Public Assistance Program Manager
(602) 231- 6357

or

Darlene Quihuis
Finance Specialist
(602) 392- 7546

Sample Applicant Briefing PowerPoint Presentation
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Federal-aid 
EMERGENCY RELIEF (ER) 

PROGRAM
Federal Highway Administration

Arizona Division

 

Writing an Effective 

Project Worksheet

45

Project Worksheets (PW)

Location
Damage Description
Scope of Work
Project Cost / Contract
Special Considerations
406 Mitigation

46

Location

Address
Crossroads or 
Intersection
Mile Marker
Latitude/Longitude
Map

47

Damage Description 
& Dimensions

Cause and description of 
damage with dimensions.
All damaged elements must be 
clearly defined in quantitative 
terms with physical dimensions 
(such as length, width, depth 
and capacity).

48

Example:
Floodwaters from Fern Creek overtopped 
Fernwood Drive in the Village of Bolingbrook 
destroying 150 linear feet (LF) of the 26- ft. 
wide roadway including 8 in. asphalt 
pavement and 8 in. aggregate base.  The fill 
embankment – 26 ft. wide (top) x 4 ft. high x 
42 ft. wide (bottom) – was washed out for a 
length of 100 LF beneath the roadway.  300 
LF of steel guard rail (150 LF on each side) 
was severely damaged along the entire 
stretch of the washed out road.

Sample Applicant Briefing PowerPoint Presentation
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49

Scope of Work

SHOULD NOT be described only as 
“restore to pre-disaster condition”.
The work should be specified as an 
action with quantifiable (length, width, 
depth, capacity) and descriptive (brick, 
wood, asphalt) terms.
Must correspond directly to the damage 
description.

50

Example:
Replace fill embankment with unclassified 
fill for 100 LF x 4 ft. (high) x 26 ft. (top 
width) x 42 ft. (bottom width).  Replace 150 
LF x 26 ft. x 8 in. base course and 150 LF 
x 26 ft. x 8 in. asphalt pavement.  Remove 
and replace 300 LF of steel guard rail.  
Place 100 LF of 1 ft. thick x 2 ft. deep 
riprap along the stream side of the 
constructed embankment slope in 
accordance with Village of Bolingbrook 
Code provision #101A.

51

Project Cost Estimate
Time & Materials
– Labor
– Equipment
– Materials

Unit Cost
– Estimating sources
– FEMA Cost Codes

Contracts

52

Cost Estimate

If you are using lump sum costs (labor, 
equipment, material) you need to 
include a breakdown (separate 
spreadsheet) of how you arrived at the 
lump sum figures reflected on the 
project worksheet.

53

Special Considerations
Insurance
Hazard mitigation
Environmental
Floodplain
Historical
Other federal or state 
laws or regulations that 
require compliance
Complete 9 Questions 
Form for all PWs

Insurance

Historical

Hazard
Mitigation

54

406 Mitigation
Work that is above and beyond the work 
required to return the damaged facility 
to its pre-disaster design.
Must apply to the damaged element of 
the facility.
Reduce any portion of the project cost 
estimate that does not need to be 
completed if mitigation is approved.

Sample Applicant Briefing PowerPoint Presentation
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55

Documentation

Documentation

Documentation

Documentation

Documentation

Documentation

Documentation
Documentation

Documentation

56

Project Management
•Identification

•Scope of Work

•Communication

It can be quite the 
juggling act…..

2005

8 events declared

550+ Projects

$36 million dollars

57

The Applicant
Submits all forms
Identifies projects
Identifies special considerations issues
Maintains documentation
Maintains contact with PAC
Provides points of contact
Is actively involved in process
Retains ALL records for 5 years after 
audit

58

Questions

Sample Applicant Briefing PowerPoint Presentation
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Division of Emergency Management 

Recovery Office 

Disaster Recovery Guidebook 
The Arizona Division of Emergency Management's Recovery Section provides support to 
communities and local governments in recovering from any State declared disaster event. 
Recovery activities return a community back to normal after a disaster. This support begins with 
damage identification and assessment immediately following an event and continues with 
providing financial assistance in rebuilding public infrastructure. 

The Governor may proclaim a state of emergency after a political subdivision has passed a 
resolution stating that an emergency exists in their jurisdiction(s) AND it is above and beyond their 
capability. The Governor may provide Public Assistance to the affected Political Subdivision(s) of 
the state (counties, cities, towns, state agencies). The Governor has an annual Emergency Fund of 
$4 million dollars to cover the costs of emergencies and disasters. The Arizona Division of 
Emergency Management (ADEM) Recovery Section administers this fund. 

In some cases, a disaster is beyond the capability of the State and local governments. When that 
is the case, the Governor will request federal assistance from FEMA through the President of the 
United States. The recovery process for a single event is not complete until all the work has been 
accomplished inspected and the documentation audited. Once the recovery process for a single 
event is complete the declared disaster is terminated. The State of Arizona averages four to five 
(4-5) State declared disaster events each fiscal year. 

The Disaster Recovery Guidebook is designed to assist you with the recovery process beginning 
with the incident and continuing through the declaration process, applicant notification and 
briefings, the identification, monitoring and inspection of projects, and ending with the audit and 
final payment for eligible work. 

If you have any questions or would like additional information about our program, please contact 
Beth Zimmerman or Wendy Smith (see below). 

Beth Zimmerman 
Assistant Director, Recovery 
Email Address:  beth.zimmerman@azdema.gov 
602-231-6310 

Wendy Smith 
Public Assistance Program Manager 
Email Address:  wendy.smith@azdema.gov 
602-231-6357 

Fax Number: 602-392-7501 

 
http://www.dem.state.az.us/operations/guidebook/index.htm 

Sample Applicant Briefing Packet



 
 

 

 

 

 

 

Division of Emergency Management 
Recovery Office 

   

Disaster Recovery Guidebook 

1. INCIDENT 
2. CITY - TOWN - POLITICAL SUBDIVISION RESPONSE 
3. COUNTY RESPONSE 
4. COUNTY EMERGENCY RESOLUTION 
5. APPLICATION FOR STATE ASSISTANCE 
6. STATE PRELIMINARY DAMAGE ASSESSMENT 
7. STATE EMERGENCY PROCLAMATION 

8. STATE RESOURCES OVERWHELMED 
9. FEMA/STATE PRELIMINARY DAMAGE ASSESSMENT 
10. REQUEST FOR FEDERAL ASSISTANCE 
11. FEDERAL DECLARATION 

12. APPLICANT NOTIFICATION 
13. APPLICANT BRIEFING 
14. KICKOFF MEETING 
15. COMPLETE PROJECT WORKSHEETS 
16. PROJECT MONITORING 
17. DOCUMENTATION REVIEW 
18. FINAL INSPECTION 
19. AUDIT 
20. FINAL PAYMENT 
21. LIST OF FORMS 

  

    

 http://www.dem.state.az.us/operations/guidebook/flowchart.htm 
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APPLICANT PROJECT CHECKLIST 
(To prepare for State and/or Federal Inspectors) 

 
In order to expedite the project process, applicants should take the following steps and be 
aware of the following procedures before the Kick-Off meeting (or first visit with the 
Federal/State inspectors): 
 
____ 1. Mark the location of each damage project on a suitable map and develop a route of 

travel to each site.  Segregate damage/work activities into the seven categories of 
work.  The applicant should identify all damage/work projects before the Public 
Assistance Coordinators arrive. 

 
____2.  A list of projects broken down by small ( <  $55,500) and large ( ≥  $55,500) FY05. 
 
____3. Ensure that the person designated to accompany the survey team is knowledgeable 

of the repairs already made and the location of all other damage sites, which need to 
be repaired. 

 
____4. Have photographs, site sketches or drawings of each damage site available for the 

Public Assistance Coordinators (especially where work has already been performed). 
 
____5. Compile a detailed breakdown of labor (including fringe benefits), equipment, and 

material costs for each project where work has been completed or is in progress.  
While a variety of forms can be used to summarize these items, the format chosen 
must document the type and location of work performed on a daily basis. 

 
____6. Provide force account equipment use in a manner compatible with the FEMA Schedule 

of Equipment Rates.  Keep damaged equipment and parts for a review and inspection 
by the survey team. 

 
____7. List equipment, materials or inventory lost as a result of the disaster.  Provide copies 

of estimates, bids, purchase orders, invoices, inventory records or other 
substantiating evidence to verify loss values or replacement cost.   

 
____8. Be prepared to describe to the inspectors which projects will be repaired by contract 

and those, which will be repaired by force account.  If a contractor’s estimate/bid has 
been received, have it available for the Public Assistance Coordinators. 

 
____9. If damaged facilities are to be restored in accordance with adopted codes or 

standards different from the original construction, provide Public Assistance 
Coordinators with copies of the appropriate standards. 

 
____10. Provide Public Assistance Coordinators with policy information on insurance coverage 

and any proceeds received or anticipated. 
 
____ 11. Notify ADEM as soon as possible, but no later than 60 days from the date of the initial 

Kick-off meeting, of any additional damage that has been identified. 
 
____ 12. Be aware that a statement of non-concurrence must be attached to any project in 

which the local representative does not agree with the proposed scope of work.

Sample Applicant Briefing Packet



 
 

APPLICANT’S AGENT CHECKLIST 
 
This checklist was prepared to make the process of applying for and receiving disaster relief 
under the Public Assistance program as easy as possible.  If you have any questions, please 
contact the ADEM Recovery Section. 
 
ADMINISTRATION 
___ Attend the applicant’s briefing. 
___ Contact other potential applicants within your county/city who sustained disaster related 

damages and have them contact ADEM as soon as possible (preferably within 30 days from 
the date the county was declared). 

___ Ensure that an applicant’s agent is designated. 
___ Submit appeals in a timely manner. 
___ Check on insurance coverage and determine the settlement amount, if any.  Submit a proof 

of loss statement and copies of all insurance checks to ADEM. 
___ Complete, sign and submit request for reimbursement to ADEM Recovery Office. 
 
WORK MONITORING 
___ Review each Project Worksheet (PW) to become familiar with approved scope of work. 
___ Give appropriate supervisors a copy of each PW. 
___ Make approved repairs only or obtain ADEM/FEMA approval before changing/altering the 

approved scope of work. 
___ Notify ADEM of significant cost overruns. 
___ Follow proper bid and contract procedures.  Ensure the contractor is not on the most current 

“List of Parties Excluded from current Federal Procurement or Non-Procurement Programs” 
published by the U.S. general Services Administration. 

___ Complete work within allowable time periods. 
___ Request a time extension by PW if needed. 
___ Submit a project cost summary for each large PW that is completed. 
___ Complete the Project Completion Report (P.4) once all approved work has been completed. 
 
DOCUMENTATION 
___ Maintain a separate folder for each PW. 
___ Document repair costs at each work site as they occur. 
___ Prepare Daily Activity Report from supervisor’s daily logs. 
___ Keep these documents for each work site as they occur: 

• Daily Activity Report for Labor, Equipment and Materials 
• Delivery Tickets 
• Invoices 
• Payroll Journals 
• Cancelled Checks 
• Daily Logs from Supervisors 

___ Keep these documents for each PW done by contract: 
• Bid specifications 
• Bid advertisement 
• Bid summary sheet 
• Contract award documents 
• Invoices  
• Canceled Checks 
• Record of work inspections 

Sample Applicant Briefing Packet



   
 

Incident Period:     July 26, 2006 through August 4, 2006 
 
Declaration Number:    PCA 27001 – State of Arizona Declaration 

* Request for Federal assistance has been 
submitted to the President through FEMA 
Region IX. 

 
Declaration Date:     August 8, 2006 
        
Political Subdivisions Declared: Pima and Pinal Counties  
 
Eligible Work: Emergency Work: 

Category A – Debris Removal 
Category B – Emergency Protective Measures 
 

       Permanent Work: 
       Category C – Roads and Bridges 
       Category D – Water Control Facilities 
       Category E – Buildings and Equipment 
       Category F - Utilities  
       Category G – Parks, Recreational Facilities 

 and Other Items 
 
Projects submitted to ADEM:   October 8, 2006 
 
Deadline to Complete Eligible Work:  Emergency Work – February 8, 2007 
  Permanent Work – February 8, 2008 
 
Reimbursement for Political Subdivision:  75% State / 25% Applicant 
Reimbursement for State Agencies:  100% State 
 
Points of Contact: 
  
Wendy McCalla 
Public Assistance Program Manager 
Phone: 602-231-6357 
Email:  wendy.mccalla@azdema.gov 
 
Darlene Quihuis 
Public Assistance Finance Specialist 

Mailing Address & Fax Number: 
 
 
Arizona Division of Emergency Management 
5636 E. McDowell Road 
Recovery Office, Building 5507 
Phoenix, Arizona  85008-3495 
Fax: 602-392-7501 
  

Email: darlene.quihuis@azdema.gov 
Phone: 602-392-7546 

Arizona Division of Emergency Management 
Summer 2006 Monsoons & Flooding 

PCA 27001 
Fact Sheet 

Sample Applicant Briefing Packet
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Sample State Declaration of Emergency



 
 

ARIZONA  DIVISION  OF  EMERGENCY  MANAGEMENT 
REQUEST  FOR  PUBLIC  ASSISTANCE  

PCA  _______________ 
 
Applicant Name__________________________________________________________________ 
 
County  _____________________________________   Date Submitted _____________________ 
 

Applicant Physical Location 
 
Street Address___________________________________________________________________ 
 
City ______________________________  State       ARIZONA      Zip Code  ________________ 

 
Mailing Address 

(if different from Physical Location) 
 

Street Address ___________________________________________________________________ 
 
Post Office Box ______________ City _________________  State   AZ   Zip Code____________ 
 

Primary Contact/Applicant’s Authorized Agent 
 
Name __________________________________________________________________________
  
Title ___________________________________________________________________________
  
Business Phone __________________________________________________________________
  
Fax Number ____________________________________________________________________
  
E-Mail Address __________________________________________________________________
  

Alternate Contact 
 
Name __________________________________________________________________________ 
 
Title ___________________________________________________________________________ 
 
Business Phone __________________________________________________________________ 
 
Fax Number  ____________________________________________________________________ 
 
E-Mail Address __________________________________________________________________ 
 
 
 

Received By: _______________                JULY 2000            Form # AZ PA 204-3 
                      (Initials & Date) 

Sample Applicant Briefing Packet



ARIZONA DIVISION OF EMERGENCY MANAGEMENT 
DESIGNATION OF APPLICANT’S AGENT FORM 

 
The intent of this DESIGNATION is to appoint an APPLICANT’S AGENT for the following term: 
 
       For PCA No. ______ only    For the period of ____ to____          Until further notice 
 
       Until further notice for HAZMAT incident 
 
Applicant Name:__________________________________________________________ 
 

CERTIFICATION 
 
I, ____________________________________, duly appointed and ___________________________ of  
      (Authorizing Official’s Name)                (Title) 
 
________________________________________, do hereby certify that the information below is true  
  (Applicant Name) 
 
and correct, based on a resolution passed and approved by the _________________________________   
                       (Governing Body) 
 
of  ___________________________________ on the _________ day of _____________, __________.    
                              (Applicant Name)             (day)           (month)                  (year) 
 
_______________________________________________ has been designated as the Applicant Agent  

  (Name of Designated Applicant Agent)                              
 
to act on behalf of  ________________________________________________________ . 
                                                                                         (Applicant Name) 
 
____________________________________   __________________________ _________________                    

(Authorizing Official’s Signature)                (Title)            (Date) 
 

Designated Applicant’s Agent 
 
Name     ____________________________________________________________________________ 
     
Title/Official Position     _______________________________________________________________ 
     
Mailing Address     ____________________________________________________________________ 
     
City, State, Zip     _____________________________________________________________________ 
     
Daytime Telephone Number   ____________________________  Fax  __________________________                     
(Please include area code and extension if not a direct number) 
 
E-mail Address   ___________________________________  Pager/Cell _________________________ 
 

 

 Received By: ________________                          July 2000     Form # AZ PA 204-4 
                          (Initials & Date) 

For ADEM Use Only
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